Team Journal – Task Force Meeting Minutes and Reflections
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A.
Meeting Date:
     





B.
Who was there:      



C.
Location:      

A.
Text Study: 
What text was studied, what key points did you discuss, and how did they apply to the team’s work?

     
B.
Core Discussion Topics and Outcomes

Note the topics discussed, key elements of the discussion (including diverse viewpoints expressed) and any outcomes reached.  Also highlight any milestones or significant progress made at this meeting.
     
C.
Action Items and Responsibilities

In this section, briefly summarize any action or follow-up items assigned at this meeting, along with who is responsible and the timeframe for completion. Add relevant notes - such as resources needed to complete this task.

	Action Item
	Responsible
	Timeframe
	Notes

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



Record reflections offered by team members as part of the meeting and/or offer your own responses to the following:
· Team Reflections      


· Answer any and all of the questions below:
1.  Describe a highlight or a point of interest from the meeting.
2.  What surprised you in our discussion during this meeting? What made it surprising to you?
3.  What did you find most challenging about this meeting? What made it challenging for you?
4.  What new ideas did you gain during the meeting?
     



· What needs to be remembered about this meeting as the next meeting is being planned?
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